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1., Chiefs of Btations and other desigomted Approving Officers must
sasume & most seriocus snd effectual respomsibility for the comtrol of
disbursements in a wnigue crganisation such a8 ours. In fizmancing cpere-
tiwms in & awoner to insure cptiman security, we casnot implement the
controls, checks, and balances available to sther United Siates Govermment
Agencies and commeycial organisatfons. Bids, comtracts, payments by check,
independent verification of cbligations and payments arve exampies of the
funds contral facilities that we cmxmot always implement.

2. Accardingly, all Chiefs of Stations and other designated Approving
Officers are charged with personal responsibility to affect nacessary
systems and controls to assure that funds reported as expended are in fact
expended and for the purposes intended, and that every possible coatrol
davice is used to protect cur employees and the arganisation in the
handling snd accoamting for funds disbursed. Yor mmny operational payments,
we muat dspend upon the integrity of the individuals and interpal comirol
vy verffication bs?“mmu officer of the activities of saothor.
Wmmmwwmmmﬁwmm
control, receipts in themselves cannot be considered ss the finkl snd
conlusive proof of payment. On the otber hend, & system of comtrol far
mandatory spplication world-wide cammot ba prescribed because of the vary-
ing situations vherein funds are passed beyond organization control. The
following actions are suggested as means to comtrol disburesments to the
extent that they are operationally feasible and sppropriate to individual
circumstances:
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&, To ssmure maximum sccuracy in accqmting for special opera~
tional disbursements such as subsidies or other payments to perscns
w'mummciw;mmm‘wm:m
axercise direct comtrol over use of funds the principles for contral
of funde indlcated in the following will de chserved, except in
those cases vherein the chief of the responsible division or staf?
certifies that such procedure is not gperationally Tessible or may
mthtntimﬁfwmtym:

{1) Receipta to be executed Dy the non-agency person re-
ceiving funds shall be prepered in duplicate by the Finance
Officer or other official agemcy custoiian of funds.

{2) The receipt shall be printed or typed in such form,-
and laaguage as is consistent with cover of the gperation on
mm,mmzummmmhm:uwm
make changss or alterations after preparation 4ifficult and
obvious.

{3) An 1dentifying mambor or mark shall be placed on both
the original and duplicate of the receipt. The duplicate shall
ummhymrmam@rwmwﬁnm'mtm
for comparison with and authenticnticn of the original uwpon its
return after executicn.

{s) The Agency representative delivering the funds shall
obtain scknovledgement of receipt of the funds from the pone )
agency recipient by sppropriate signature in ink. The executed
receipt shall be returned tco the Fimance Officer or other af-
ficlal custodian of funds as soon as possible.
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b. Spesifically examine the Dsture and amoumt of undocumented
disbursements to determine that they are consistent witk the known
reguiremsnts of the cperation. _

¢. Arrsagiig for the tramsfer of funds to be sccomplished in
the yresence of a witness who will furnish & certification that the
funds vere passed.

d. Take steps to assure that the ultismste recipient of funds
is advised by & scurce other than the perscn who is to Sranafer funds
of the smount to be recsived.

e, Utilizs operetional contacts and sources indepsndant of the
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